ADPICS Data Entry Guide Updates

Update #17 — 12/15/05

CHAPTER 4 — ACCOUNTS PAYABLE PROCESSING
4.1.1 Invoice Header Data Entry

4.2.1 Voucher Header Data Entry

4.3.1 Direct Voucher Data Entry

4.5.1 Credit Memo Header Data Entry

4.6.1 Travel Auth/Adv Header Data Entry (Enhanced Travel A)
4.7.1 Travel Voucher Header Data Entry (Enhanced Travel A)

Update #16 — 9/15/705

Appendix A — ADPICS Tables
PCHL5750-57 — table updated

Update #15 — 3/15/04

Appendix A — ADPICS Tables
PCHL5750-57 — table updated

Update #14 -- 12/15/02

APPENDIX A - ADPICS TABLES
PCHL5981 — table was updated

Update #13 -- 3/1/01
The following sections have been updated for EFT functionality:

TABLE OF CONTENTS
Pagination changes in Chapters 4 & 10

CHAPTER 2 — ADPICS BASICS
2.3 Note Pad

CHAPTER 3 — PROCUREMENT PROCESSING: Sections 3.1 —3.4
3.3.4 Customize the Vendor List

CHAPTER 3 — PROCUREMENT PROCESSING:; Sections 3.5 — 3.8
3.5.11 Adding a Subcontractor to the Purchase Order

3.6.14 Adding a Subcontractor to the Direct Purchase Order

3.7.8 Cancel a Posted Blanket Purchase Order

CHAPTER 4 — ACCOUNTS PAYABLE PROCESSING
4.1.1 Invoice Header Data Entry

4.1.3. Completion of Invoice

4.1.4 Delete an Unposted Invoice

4.1.6 Reject an Invoice

4.1.8 Cancel a Posted Invoice



http://www.michigan.gov/documents/DEG_update_17_150728_7.pdf
http://www.michigan.gov/documents/DEG_update_16_150727_7.pdf
http://www.michigan.gov/documents/DEG_update_15_150726_7.pdf
http://w3.michigan.gov/documents/5981_64502_7.pdf
http://mainweb.state.mi.us/clientsupportservices/helpfiles/adpics/adg/toc_de.pdf
http://w3.michigan.gov/documents/ch02_de_64351_7.pdf
http://w3.michigan.gov/documents/ch03_de_64352_7.pdf
http://w3.michigan.gov/documents/ch03a_de_64354_7.pdf
http://w3.michigan.gov/documents/ch04_de_64355_7.pdf

4.2.1 Voucher Header Data Entry

4.3.1 Direct Voucher Data Entry

4.5.1 Credit Memo Header Data Entry

4.6.1 Travel Auth/Adv Header Data Entry (Enhanced Travel A)
4.7.1 Travel Voucher Header Data Entry (Enhanced Travel A)
CHAPTER 9 — GENERAL TRANSACTION FEATURES
9.2.3 Locating a Vendor When You Are Not Creating a Document
9.3 Vendor Mail Code Selection

CHAPTER 10 — TABLE MAINTENANCE

10.1.5 Add a Commodity/Vendor Cross-Reference - Obsolete
10.1.6 Delete a Commodity/Vendor Cross-Reference - Obsolete
10.2 Vendor Table Maintenance - Obsolete

10.3.5 Associate Class/Status to a Vendor - Obsolete

10.5.2 Establish a New Record Within a File — Deleted last paragraph (Miscellaneous
Table VF Vendor File Upload)

10.15.1 Add a Traveler Master and Mail Code

APPENDIX A — ADPICS TABLES

Index Listing — Deleted PCHL5750-VF

PCHL5750-66 — Deleted User Key PA

PCHL5750-VF — Obsolete

PCHL5800/5810

APPENDIX B — ADPICS SCREENS

GLOSSARY

Update #12 -- 11/20/00

The following sections have been updated for eApproval functionality:
TABLE OF CONTENTS

CHAPTER 8 - DOCUMENT AUTHORIZATION
8.2 Approving and Rejecting Documents

GLOSSARY
Added term for eApproval

INDEX
Update #11 -- 9/30/00

APPENDIX A - ADPICS TABLES
PCHL5983 Commodity Approval Path - table was updated

Update #10 -- 1/22/00

The following sections were updated for CS138 functionality:
CHAPTER 1 - INTRODUCTION

1.2 Contents of the ADPICS Data Entry Guide

CHAPTER 2 - ADPICS BASICS

2.5 Document Numbering in ADPICS

CHAPTER 3 - PROCUREMENT PROCESSING:; Sections 3.1 - 3.4
3.1.1 Requisition Header Entry

3.1.2 Requisition Detail Entry — Single/Percentage Accounting Distribution
3.1.3 Requisition Detail Entry — Multiple Accounting Distribution
CHAPTER 3 - PROCUREMENT PROCESSING: Sections 3.5 - 3.8

3.6.2 Direct Purchase Order Detail Entry — Single/Percentage Accounting Distribution
3.6.3 Direct Purchase Order Detail Entry — Multiple Accounting Distribution



http://w3.michigan.gov/documents/ch09_de_64363_7.pdf
http://mainweb.state.mi.us/clientsupportservices/helpfiles/adpics/adg/ch10_de.pdf
http://w3.michigan.gov/documents/index_69251_7.doc
http://w3.michigan.gov/documents/index_69251_7.doc
http://w3.michigan.gov/documents/5750_66_64389_7.pdf
http://w3.michigan.gov/documents/58005810_64500_7.pdf
http://w3.michigan.gov/documents/apxb_de_64506_7.pdf
http://w3.michigan.gov/documents/glos_de_64507_7.pdf
http://w3.michigan.gov/documents/toc_de_69220_7.pdf
http://w3.michigan.gov/documents/ch08_de_64361_7.pdf
http://w3.michigan.gov/documents/glos_de_64507_7.pdf
http://w3.michigan.gov/documents/index_de_69251_7.pdf
http://w3.michigan.gov/documents/5983_64505_7.pdf
http://w3.michigan.gov/documents/ch01_de_64349_7.pdf
http://w3.michigan.gov/documents/ch02_de_64351_7.pdf
http://w3.michigan.gov/documents/ch03_de_64352_7.pdf
http://w3.michigan.gov/documents/ch03a_de_64354_7.pdf

3.7.1 Blanket Purchase Order Writing Data Entry

3.7.2 Blanket Purchase Order Detail — Single Price Schedule
3.7.3 Blanket Purchase Order Schedule Detail — Multiple Price Schedules
3.8 CS138 Processing

3.8.1 CS138 Entry

3.8.2 CS138 Detail Entry

3.8.3 Change an Unposted CS138

3.8.4 Delete an Unposted CS138

3.8.5 Change a Posted CS138

3.8.6 Cancel a Posted CS138

3.8.7 Copy a CS138

3.8.8 Printing the CS138

CHAPTER 4 - ACCOUNTS PAYABLE PROCESSING

4.2.1 Voucher Header Data Entry (updates outside of CS138 functionality)

4.2.2 Voucher Detail Entry

4.2.3 Completion of Voucher (updates outside of CS138 functionality)

4.3.1 Direct Voucher Data Entry

4.3.2 Direct Voucher Detail Entry — Single/Percentage Accounting Distribution
4.3.3 Direct Voucher Detail Entry — Multiple Accounting Distribution

4.3.11 Release of a Contract Retainage Associated with a Credit Memo (updates
outside of CS138 functionality)

4.5.1 Credit Memo Header Data Entry (updates outside of CS138 functionality)
4.5.11 Credit Memos for a Voucher/Direct Voucher with Contract Retainage (updates
outside of CS138 functionality)

4.6.1 Travel Auth/Adv Header Data Entry — Enhanced Travel A (updates outside of
CS138 functionality)

4.7.1 Travel Voucher Header Data Entry — Enhanced Travel A (updates outside of
CS138 functionality)

CHAPTER 7 - CHANGE ORDER PROCESSING

7.1 Advice of Change

7.1.1 Advice of Change Constraints

7.1.2 Advice of Change Data Entry

7.1.3 Change an Unposted Advice of Change

7.1.4 Delete an Unposted Advice of Change

7.1.6 Cancel a Posted Advice of Change

7.1.7 Print an Advice of Change

7.1.8 Change the Original Document

7.2 Document Cancellation

7.2.2 Document Cancellation Data Entry

7.2.3 Change an Unposted Document Cancellation

7.2.4 Delete an Unposted Document Cancellation

CHAPTER 9 - GENERAL TRANSACTION FEATURES
9.12 Union/Nere Code Selection

9.12.1 Viewing Union/Nere Codes

9.12.2 Selecting and Returning a Union/Nere Code
9.13 CS138 Selection

9.13.1 Viewing CS138s

9.13.2 Selecting and Returning a CS138
CHAPTER 10 - TABLE MAINTENANCE

10.20 Union/Nere Code Table Maintenance
10.20.1 Add a Union/Nere Code

10.20.2 Delete a Union/Nere Code



http://w3.michigan.gov/documents/ch04_de_64355_7.pdf
http://w3.michigan.gov/documents/ch07_de_64360_7.pdf
http://w3.michigan.gov/documents/ch09_de_64363_7.pdf
http://w3.michigan.gov/documents/ch10_de_64364_7.pdf

10.20.3 Change a Union/Nere Code

10.27 Non-Jurisdictional Commodity Code Table Maintenance
10.27.1 Add a Non-Jurisdictional Commodity Code

10.27.2 Delete a Non-Jurisdictional Commodity Code
10.27.3 Change a Non-Jurisdictional Commodity Code

APPENDIX A - ADPICS TABLES

PCHL5650 Interface Type Table

PCHL5750-55 Purchasing Type

PCHL5750-57 Purchase Discount Terms
PCHL5750-58 Receiving Reject Code

PCHL5750-63 Documents

PCHL5750-64 Document Type

PCHL5750-67 Other Charge Codes

PCHL5750-92 Freight Carrier

PCHL5750-CS Predet. Value/Doc Type/St. Preauth Agy
PCHL5750-DC Document Cancellation Document Indicator
PCHL5750-DD Derived Destination

PCHL5750-FD Travel Federal Tax Table
PCHL5750-1A Interagency Voucher Interface Types
PCHL5750-PC Proximity Codes

PCHL5750-RC Expedite Reason Codes
PCHL5750-RI1 Retainage Interface Types
PCHL5750-SC Schedule ID

PCHL5750-TC Tax Category

PCHL5750-VF Vendor File Upload

PCHL5750-V4 ACH Payment Account Types Code
PCHL5760 Union/Nere Code Entry

APPENDIX B - ADPICS SCREENS
GLOSSARY

Update #9 -- 6/29/99

GLOSSARY
Glossary — Added & updated terms

Update #8 -- 1/15/99

CHAPTER 3 - PROCUREMENT PROCESSING; Sections 3.5 - 3.8
3.8 CS-138 Processing - New section

Update #7 -- 8/7/98

CHAPTER 8 - DOCUMENT AUTHORIZATION

8.5.2 Commodity Approval Paths - Lower Limit Dollar Amount field updated
APPENDIX A - ADPICS TABLES

ADPICS Tables Index - travel tables added

PCHL5983 Commodity Approval Path - table was updated

Update #6 -- 3/28/98

The following sections were updated to reflect 98-1 functionality
(travel, credit memo, service date, vendor file enhancements,


http://w3.michigan.gov/documents/5650_64375_7.pdf
http://w3.michigan.gov/documents/5750_55_64379_7.pdf
http://w3.michigan.gov/documents/5750_57_64381_7.pdf
http://w3.michigan.gov/documents/5750_58_64382_7.pdf
http://w3.michigan.gov/documents/5750_63_64385_7.pdf
http://w3.michigan.gov/documents/5750_64_64387_7.pdf
http://w3.michigan.gov/documents/5750_67_64390_7.pdf
http://w3.michigan.gov/documents/5750_92_64397_7.pdf
http://w3.michigan.gov/documents/5750_cs_64431_7.pdf
http://w3.michigan.gov/documents/5750_dc_64436_7.pdf
http://w3.michigan.gov/documents/5750_dd_64445_7.pdf
http://w3.michigan.gov/documents/5750_fd_64454_7.pdf
http://w3.michigan.gov/documents/5750_ia_64455_7.pdf
http://w3.michigan.gov/documents/5750_pc_64456_7.pdf
http://w3.michigan.gov/documents/5750_rc_64457_7.pdf
http://w3.michigan.gov/documents/5750_ri_64458_7.pdf
http://w3.michigan.gov/documents/5750_sc_64459_7.pdf
http://w3.michigan.gov/documents/5750_tc_64460_7.pdf
http://w3.michigan.gov/documents/5750_v4_64472_7.pdf
http://w3.michigan.gov/documents/5760_64477_7.pdf
http://w3.michigan.gov/documents/apxb_de_64506_7.pdf
http://w3.michigan.gov/documents/glos_de_64507_7.pdf
http://w3.michigan.gov/documents/glos_de_64507_7.pdf
http://w3.michigan.gov/documents/ch03a_de_64354_7.pdf
http://w3.michigan.gov/documents/ch08_de_64361_7.pdf
http://w3.michigan.gov/documents/index_69251_7.doc
http://w3.michigan.gov/documents/5983_64505_7.pdf

interagency voucher process, escheating, EFT return and reversal,
agency code edit enhancements, retainage).

CHAPTER 1 - INTRODUCTION
1.2 Contents of the Data Entry Guide

CHAPTER 2 - ADPICS BASICS
2.3 Note Pad

2.6 User Security

2.7 Data Entry Features

CHAPTER 3 - PROCUREMENT PROCESSING:; Sections 3.1 - 3.4
3.1 Requisition Processing

3.2 Job ticket Processing

CHAPTER 3 - PROCUREMENT PROCESSING; Sections 3.5 - 3.8
3.5 Purchase Order Processing

3.6 Direct Purchase Order Processing

CHAPTER 4 - ACCOUNTS PAYABLE PROCESSING 4.1 Invoice Processing
4.2 Voucher Processing

4.3 Direct Voucher Processing

4.5 Credit Memo Processing

4.6 Travel Authorization/Advance Processing (Enhanced Travel A)

4.7 Travel Voucher Processing (Enhanced Travel A)

CHAPTER 7 - CHANGE ORDER PROCESSING
7.2 Document Cancellation

CHAPTER 9 - GENERAL TRANSACTION FEATURES
9.2 Vendor Selection

CHAPTER 10 - TABLE MAINTENANCE
10.1 Commodity Table Maintenance

10.2 Vendor Table Maintenance

10.5 Miscellaneous Table Maintenance

10.15 Traveler Master Table Maintenance
10.16 Travel Rate Table Maintenance

10.17 Travel Location Table Maintenance

10.18 Travel Point to Point Mileage Table Maintenance
10.19 Travel Purpose Table Maintenance

10.20 thru 10.25

CHAPTER 12 - INTERFACE TO R*STARS
12.1 What Interfaces to R*STARS

APPENDIX A - ADPICS TABLES
ADPICS Tables Index

PCHL1630

PCHL1650

PCHL5650

PCHL5750-63

PCHL5750-64

PCHL5750-66

APPENDIX B - ADPICS SCREENS

GLOSSARY


http://w3.michigan.gov/documents/ch01_de_64349_7.pdf
http://w3.michigan.gov/documents/ch02_de_64351_7.pdf
http://w3.michigan.gov/documents/ch03_de_64352_7.pdf
http://w3.michigan.gov/documents/ch03a_de_64354_7.pdf
http://w3.michigan.gov/documents/ch04_de_64355_7.pdf
http://w3.michigan.gov/documents/ch07_de_64360_7.pdf
http://w3.michigan.gov/documents/ch09_de_64363_7.pdf
http://w3.michigan.gov/documents/ch10_de_64364_7.pdf
http://w3.michigan.gov/documents/ch12_de_64366_7.pdf
http://w3.michigan.gov/documents/index_69251_7.doc
http://w3.michigan.gov/documents/1630_64371_7.pdf
http://w3.michigan.gov/documents/1650_64372_7.pdf
http://w3.michigan.gov/documents/5650_64375_7.pdf
http://w3.michigan.gov/documents/5750_63_64385_7.pdf
http://w3.michigan.gov/documents/5750_64_64387_7.pdf
http://w3.michigan.gov/documents/5750_66_64389_7.pdf
http://w3.michigan.gov/documents/apxb_de_64506_7.pdf
http://w3.michigan.gov/documents/glos_de_64507_7.pdf

Update #5 -- 11/24/97

CHAPTER 14 - MONTH END/YEAR END CLOSING PROCESS
14.2.2 Change Accounting on a Year End Document - Update to year end closing
process

APPENDIX A - ADPICS TABLES

Index - table was updated

PCHL5500 - table was updated

PCHL5650 - table was updated

PCHL5750-57 - table was updated

PCHL5750-64 - table was updated

PCHL5750-96 - table was updated

PCHL5750-97 - table was updated

PCHL5750-SC - table was updated

PCHL5983 - table was updated

Update #4 -- 3/12/97

CHAPTER 7 - CHANGE ORDER PROCESSING
7.2.1 Document Cancellation - first paragraph added

CHAPTER 9 - GENERAL TRANSACTION FEATURES
9.9 Vendor Performance - updated to reflect new vendor performance functionality

CHAPTER 10 - TABLE MAINTENANCE
10.14.1 Add Document Numbering - Document field description changed

APPENDIX A - ADPICS TABLES
PCHL5983 Commodity Approval Path Table - table was updated



http://w3.michigan.gov/documents/ch14_de_64369_7.pdf
http://w3.michigan.gov/documents/5500_64373_7.pdf
http://w3.michigan.gov/documents/5650_64375_7.pdf
http://w3.michigan.gov/documents/5750_57_64381_7.pdf
http://w3.michigan.gov/documents/5750_64_64387_7.pdf
http://w3.michigan.gov/documents/5750_96_64400_7.pdf
http://w3.michigan.gov/documents/5750_97_64401_7.pdf
http://w3.michigan.gov/documents/5750_sc_64459_7.pdf
http://w3.michigan.gov/documents/5983_64505_7.pdf
http://w3.michigan.gov/documents/ch07_de_64360_7.pdf
http://w3.michigan.gov/documents/ch09_de_64363_7.pdf
http://w3.michigan.gov/documents/ch10_de_64364_7.pdf
http://w3.michigan.gov/documents/5983_64505_7.pdf
http://www.adobe.dom/products/acrobat/readstep2.html
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